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THE OFFICE AND YOU 


Traits and qualities that help or hinder you in fitting 


yourself successfully 


and happily into your office job 


By DOROTHY M. JOHNSON 
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PERSONALITIES AND FRICTIONS 
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DON’ TS—for the 
Office Girl v 


Don’t “breeze” into an 
office noisily, particular- 
ly if you are applying for 
a job. A ladylike de- 
meanor and simple cloth- 
ing often are your best 
assets in getting a job. 


In leaving, the secretary 
awaits her chiefs con- 
venience. 





Choose simple frocks, not 
finery and gew-gaws and 
fancy shoes, for the office. 


And, remember, there is 
a limit to the amount of 
stocking you display! 
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Choose simple frocks, not 
finery and gew-gaws and 
fancy shoes, for the office. 


4nd, remember, there is 
a limit to the amount of 
stocking you display! 
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Don't show your annoyance at 

interruptions. Keeping cheer- 

ful and pleasant under stress 

adds to your standing in the 
office. 


Don’t use either powder puff or 
public, even if the 
boss is miles away. It’s a bad 
habit. There is always a proper 
place to “freshen up” in. 


comb im 
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Fooling around ma 
delightful and harm 
the firm hy 
fo vour 


fun, but 


right time 


Artificial finger nails impede your work, and vividly colored nails are offensive to 
many people. Wearing either to the office is in bad taste. 


eae 
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Pictures by Keystone View Company 
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ABILITY TO GET ALONG WITH OTHERS 


Attractive, Agreeable, Tactful, Emotional stability, Intellectual 
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Adaptable, Cheerful, Soci 


maturity, Sense of humor, Poise, Dignity, Optimism. 
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Tighten Your Grip on That Job 


By GEORGE M. DODSON 








ODAY, many s t s stenoer - - ’ oe, senesas fiatuy [ 
’ “< A ’ . lORTa Can you make to you ure 
P Ss, and I workers art ive been studying this problem caretu 
ng positions a notch or tw l ave discovered a fundamental fa 
¢ le ] ; LL; f 1! 
\ ‘ eve t ibility, if all fae that shows « irly e to start v« 
\\ < Cait a il nN il I is { il 
Nat y, most of these off vorkers most essential workers in the off 
‘ tl ( e san Ss regard e those who ive it ned to do we 
| 
i \ it ft Sent ¢ hy gs nd they things that the b . c 1! i} ¢ to 
t r ’ ‘ + 1 ‘ ' ; "1 ‘ ‘ 
v | bette lishikes () the im 
t Ss the years you irn oniy what 
+ da ] 
‘ A can Anciic eve 
\ . ’ 
\\ \ | better than y t 
| > * > y l ave i v« 
— vit . . \ rcelf , come 
j S ¢ } dispe able ? ‘ 
S i W I \ 
\ t. Ey t tioned mast rw the 
vy i ry ? *5 _ { At . 
ersons trust P vO lislik 


: . 5<s ng na t 
. ' y pleasant 
iKS t vide etails e pon . 
( rent and . ‘ 
ter ¢ £ pow tis e than lik 
Unt end of at the executiv 
\ matters dislikes those parti 
we t t i duties becaus 
However, t e has not had trair 
t to ing to do them we 
bri The young work 
I < ges ¢ ' Ger choc 
An office work n oft ce 
iN t be more aures may exceed 
= t PRE, ol 
. *? 
i tter positions, { Map of the Americas ty alons rta 
a a ‘ . His practi 
a +8 Done in shorthand by ane alte b, 
i mes keener vain Muriel Martin Sts rt emph 
; 2. Promot Ss and \ vthing he ¢ 
advancements will be tter than other 
i ability i \ inage Ce wit art ttent 1 
; { vill have no t I ‘ | LuIs< matters where tl boss w ld teel 
' 1 mal s & ippe | wit rut 1" Every } e the 
i t t to ¢ i i \ tasks \\ { are § ! i ( by i 
t t leng gent worker. But the result ds 
su imposing total of things the 
I \ a y ! eV ( ld m t do nearly s well, that the work 
not iv St 1 norma ) is been planning { tl future 
1 may theret ve difficult ible to tighter sg ; » with ea 
t ning lat - wl t Sty MOVES passing ,ee} Continued on page 354 











$58 Cue Grecce Wairer, March, 19% 
TH 


Cons ie R . st 9 R has . tasks ~ 
" ‘ y ; } 
i Ss i i iC i 2 1 to ~ < Pp < graph ) 
+ + + + + ¥ 11 7 
' ’ c > sq exper g ai 110 
T | } + ¢ 1 thr t 
i i \ la °5 ) 
a1 ‘ ’ 
) \ I i \ is s tel Is g s 
i I is y a ( ta t grapner c a ip ers i 
1 | | ; + ’ 
she will heip others in tl orn s tails as ft y 
’ ae Z ’ 
i tak I i st no adait il details La Salary V 
» 7 | ) 
is own Bertha inks PD \ step than s \ mal B 
is i s grap ) my 2 sS is ft t tight g 
ex perieng » so gets out s il work on t by n r serv 5 
ym =the ! ato Lal ( Ck pensabd t ort 
i t TW \ K s ut Ways 


There’s More to Learn! 


By HELEN WATERMAN 


Pr , y : » ¢ 
‘ sci 
a i 4 ne ‘ oo 5 | 
~ { ti i> ‘ { 
17 > 4 
“ i K . 
V4 " 
) } | Kk Y¥ \\ 
s t + ~ ~ n 
f \\ ‘ + + 
Ss \ \\ \ ~ 
) Na 1 < ~ 
\ Sf 
ej r S 5 
he 18) ‘A ‘ R to Ss t ( s \ 
Hang ) Ss g it ts g 
1 1 ‘ » 
¢ ‘ y 
5 " t } S 
iry i ct I t l t 
) DIY K S » \ Ss I 
- . >A T | 4 | ¥ 
ms ’ pat i G AD ON ~ l 
+ > S 4 ¥ ? si) 
vritt ( » S i SMA £ 
gramm t 5 S , 
1 res ‘ 
i S ( it ) ; 
; ' 
Orne S Ss will ve I " \ 
DOOKIetS ¢ the 1 L < ito t S er! 
wT Min 
rit rs, Niim y hs, i ing mac < 
Tr } { } T | 
r SI K » the ids Ol Se . . . . 
, one arta 
ae = , occu \ Suggestion You Secretaries 
inutacturers W e to e « Iipanies et 


lirect tor whatever intormation she needs Can “Cash In’ On 


SHE can keep up with new equipment | 


and modern offhce practice by reading th t ts you, tak xtra tir to invest 
business magazines and ads of stationery gat it t librar i S ) 
supply houses in the national magazines If your boss sal »b tm 
and she should browse through her loca be advisab to find t something > 


bookst res now and t] n. it Sur ky w le lo 
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Information Desk 





questions to ask 
stenogra- 


Don't you often have 

about the work of secretaries, 

phers, typists, or shorthand reporters? Why 

not send them to Information Desk, The 

Grege Writer, 270 Madison Avenue, Neu 

York 16, N. Y. A letter is not necessary, 
a postal card will do. 


Ww 


- i t rope ' a secretary t type while 


there are visitors in the office, or while her boss 


is speaking over the telephone? 
g at as ft K ( \ Salil 
. i ele nr } with vot} 
g difficult, 1 eed with your 
g because } ficiency will 
ii you do not Sometimes it may 
I ssil to substitute er desk work 
ng, if necessary. Many companies 
| V secretaries useless type 
one r this very reas 
> 
> . , 
«=-« in our advanced secretarial course, we have 
been wondering whether it is proper to use can- 
t written together or can not written sepa- 
We notice that you give out such informa- 
wind w should lik to know which is cor- 
and wher AK. 7 
\\ 
‘\ > ‘ 
¢ ¢ $ 
MAL ‘ 
— t . ) t 
t V t 
+ . ] 
S¢ ? ? . 
> ( x 
~ { . 
; . 

When addressing a letter to a firm or com- 
pany such as yours and you are in doubt as to 
whether a man or woman receives the letter, what 
is the proper way to head this letter >—Constant 
Reader 

\ ‘ 14 
. le essed < ess ( t 
tt t Gent! t 
‘ 1 
1) “a Sirs. \ et rar in < a ‘ ma 
, 
yee receives the lett Ss in teria 
‘ tter 1s written to t < pan) 
: . 
I writing a person wW s sex 1S ! 
know! safer procedure is to ass 
that writer 1s a man 


s he 


NOLLOWING are 30 in 
pen words divided i 
threes As indi ated, the st 

group b s with SE( 

tains RET nm the mi 

s with ARY. Your } s t 

sing letters ca \ 

e them ac ing ft f 

, ‘ I 

, 10 1 
See page 376 for the 
Correct Answers 
} IN N \\ 
5 tude 





By BORIS 


\ ¢ 

' 
hry S 
\ bh ¢ 
‘ r 

(> ent f hy 
1 
Vir 
I ed tot 


Accumulat ¥ 
! Pe i Ing 

Ad { 

Hair hold 

l 

Der it 

SO 
+. Opponent 

T 

Formerly 

Not real 
8. Glandular discharge 


> 


; 


Opera word bo rks 


Mythical 


RANDOLPH 


ecretary” Quiz q 


te ¢ 
) Ds gl 
1} I 
} 
\\ s n 
( C¢ a 
the third 
wide the 
} 
1 con 
cenni 
, 
tr y 
¢ 
RI 
Th 
.) 
} 
Ak) 
I 
AR Y 
LD 
ARY 





ari a Samos Frion® of Uowre 


The his mode Db 4 
make Or po | dah a. an ny ‘f 


AA Me thioy Us 
sper the ah olf pow tigy the 2 a. 


























the ahvstvcke cond tao 
A a Biche fn hi Nickey — 

















I1.E. Veecock. 
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ae pray 
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IS YOUR SHORTHAND GOOD? 


\s you practice, you will find the easy, graceful curves 
of the system lending themselves to fast and fluent notes 


JANET KINLEY GREGG 


VPHVE suggestion for this month ts that ) 
SO! tin be spent improving the ri rag eaitiie a 
tu) 5 amen shetiinen mat Thie te 
>i A ‘ | > ik | Al : , > ‘ s 
pleasant and a satisfying occupation and 
’ adios change from —_— a 


d. It will benefit equally those who aré¢ — Q —— G Ce 





t ea;©rin stages ¢ sti \ 
SOME of you may say, “But it is surely ail fom ing C Cs 
too late for me to try to improve the appear- 7 
ance of my notes.” Nothing, I assure you, is a Cc 
irther from the truth—it is never too late _ 
try to improve. Even the finest and the 
stest writers usually spend some time eac! ae ki, gr, el, rk, lk, le, pr, pl, br, bf, fr, 
, tock EF off rtesen vl vb; career, tackle, gray, ae vt 
iy in ping up the style of their writing 
_™ kee _ p the : : milk, he will go, profitable, apple, bread, blink, 
It takes no longer to write good notes than before this, free, flat, maneuver, evil, have been 
or ones, and it takes much less time to *%/¢ 
ad good notes than it does to read poor L + ae nee 
; OOK at a page of shorthand in any of 
es. ¥ ; . P 
Netde fs a efi ite ga a textbooks or in this magazine, a1 
side trom this, definite gains toward . ; . 
neal ene made tor th ree os you will notice the predominance of curves 
speed are made Dy the tighter ling g-up process the stline Th bl ar piediianet 
‘ , ' n ne outiines ne ender consonants 
that comes with practice to improve the = 
tv] ¢ oas prac " ae : contribute generously to this predominance. 
Style of writing. ithout some such prac . ne : ~ 
tice, the writing of almost anyone may “g It is well known that the shortest distance 
Cc, til ix, Ul all L« you Tila} UO " 
, * particularly in a spurt that between two points is a straight line, and, 
pieces, articular! na spurt nat 1s : az . 
cecal aenalie a yr tee ’ as a matter of fact, anybody ought to be 
yond ones normal speed a : 
able to make at least a short straight line; 
4 


WHY not trv for the O. G. A. award? It ut, in connected writing, curves are gen- 
© ‘ i? ~ he We ‘ . - 

cninhiun « dation chies® neal ahidh « erally more rapid, since they are more easily 
rk and. win or lose. the results of the J0med to other characters and the natural 


1 2} motion of the hand is in curves r: ‘r than 
rt you make will always be an asset to sonnets and is ves rather tha 


; , in straight lines 
your writing in the future. We all know & ° 


. -} . ; _— },- 
iow much pleasure it gives us to have N ls ’ 
; cl ANY people, in writing lon 
things look neat and attractive. Shorthand ~* I Y px ae, SS Wis longhand, make 
loops out of the straight strokes in ¢ and 


notes are no exception. The better they - e . 
d. Large loops in handwriting are supposed 


to indicate an active imagination on the part 
f the writer. Whether this is true or not, 


look, the more satisfaction there is in the 
writing of them. We are studying a system 


full of style and beauty, so even a littk 


iu 


the fact remains that most of us do have at 


effort shows gratifying results. We are all . 


least some imaginative qualities and most 
ot us do tend to convert the straight strokes 
of the longhand ¢ and d into loops. The loop 
allows the hand continuous motion, elimi- 
ee } nating the pause that must come at the top 


ee - , ** . 
of the ¢ or d if the stroke is to be retraced. 


— + ; # a 4 
— ees LA HA LA 
Cc C f f c a Try writing the letter both ways and you'l? 


familiar with the fact that curves are more 
pleasing to the eye than straight lines. Se« 
how graceful the following outlines are 


—— — 











62 
: f w t loop “writes” 
e qu ckly ar 1 st ot V 
a 
THE blended consonants are a splendid 
xan of t I rtan yf curves in the 
stem. Not vy do they save the writing 
n extra strok mbining two char- 
. 1e, but they are fluent and pleas- 
i »> writ and \ the advantage of easy 
ng with other characters. It will do 
shorthand good to sit quietly practicing 
se gra 11 curves and watching your 
speed in writing them pick up more and 
e as \ 1 W K 
My W i\ t t is irpenter- - 
you ¢ 4 pleasant me to write 
k at 
7 —— 
. 
[HE /d combination, like the blends 
nakes one stroke t of two, eliminating a 
straight stroke in t yrocess. Coming as 
t does, usually, at the end 2 word, it 
nakes possible a fine getaway to the next 
it line the /d combination and th 
lends ¢ ute in two ways to speed 1 
vriting : they make it possible to write only 
me stroke instead of two, and they are 


in themselves 
ea ee 
Dk OC oe’ 
l- a OZ 


pent-d; def-v, tive; bold, bond, print, 
broaden, freedom, happened, defense 


jent-d, 
blind, 


Speed is achieved in shorthand by both 
these factors—brevity and fluency—but 
there is no doubt that of the two fluency is 
the more important. One can abbreviate to 
an unrecognizable minimum. This is some- 
times false economy, because, the shorter 
he greater the care with which 
But 


greatest possible 


the outline, t 

must be written if it is to be legible. 
a fluent outline is the 
producer of speed in writing 


THE graceful little wave sign indicating 
sound, is another example of the 
facility of curves as well as of blends. Thi 
facility of curves as well as of Diends. us 
is a very frequent sound in the language and 
the shorthand outline for it is one of the 


the ses 
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+ ‘ ' ‘T} 
fastest and easies systen a tk 
minute s itself is a v for 1 has 
the adde adv intake g writt t r 
to the right ¢ . ¢ 
joinin g it readily t ict 

mb 77 
- 
YT 
y ) ) 
rp 4s F 5 ra > a. 
d Z 2 
‘ f Cc” 
teft-s right-s, ses é f t , $ ceases 
faces bonuses, sister ustain sustenance 
It < + x t 
~ the t stl \ ( t 
' 
VOKS but a tet \ ( ma 
\ ers 18s to] S¢ t I after tl 
Vriting ot t Sa this 1 a int I the 
requency or tiie tter is a great time ¢ - 
sumer 


BEGIN to get control of the joinings of 
¢ } y + 


by practicing st, sm, sn; write each out- 

e without pau etw the two letters 
[his is much the sa tion that is found 
n the outline for should, w h, in turn, is 
xactly like the « ckt ‘ You vill find 
that you do not hesitate in making the check 
mark (particularly if you are marking ) 
neighbor’s paper wrong!) and this is pro 
that you need experience no hesitation 1 
the writing of the letter combined w 
ther strokes. 

Sl takes a bit more “doing” for most of 





us, but great speed can be acquired in the 
writing of that combination if the fact that 
it is much like a capital ¢ on a small scal 
s kept in mind 


ivy ys + 
st, sm, sn; stay, stray, smoke, smart, snap, 
snail, should; sl, slay, sleet 


AT the end of a word s is written with 
equal speed and facil Practice the ts, ds, 
ns, ms, rs, and ls combinations. As is rather 
like the h tl er curve 
elongated on 
page 364.) 


ity 


figure 3 with the up} 


(See first line of forms 


a ae aii ay tal 
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A Drill on Forms Employing Blends 


of Chapters Six and Seven 


- . Vi - 
Common Syllables / a 
r.. - _ 
: > ‘s 
tain ay. F 2 ¢ ‘ dom, dium ¢¥ r 
é “ o - oo = = 
oil CY CY \2e zl <J 
_  - Ya - 
tan A. — * wes oe —6 v 
* 
ten + —e —Y iw ab v 
cui / 4 tin (_¢ Past Tenses 
—) ? ? si j 
J \ ¢ : ae ail n—nd a wv C sm ae 
>, Pt UV 
+4 “ s— F --maG 
tine ¢@¢ £4 Ce c —o~, — wm” B--ad 
ia uu” fn 2 A 
“ tern ? x oy ¢ / / ~ A— A_G- 


a” hy ”6§6§=6§ ie un Coho tA 
‘ 3 — rs 


a #4 a nd+-d GC” VY L/w 
—: 4 7 


( 
“ 
‘> 





—& << 
a xy. tens, tance, tense |_-“ mt+d_ Uv C— 
” a 
: c > o t F T - 4 A Oo 
0 . — | oe! Cut pn—pend ~€ C/’ C 
t co - os oO) / 
( a_i 7} _—f/ dan} Cc Fi PF A b . 
2 ra, —_ CY GY -Yy F i S, 
Y den + é ?P UY pend+d ~“~U “Uv CY’ 
U 6 e 7 ss 
) - J - . _— e - (A 
| (x g 4 : ei ie Jsr4 6 O ed 
U Fal or 7 
>- dence, dense, dience,| ~ Td fue 
9 > - — . a — 
diance _,7‘ C, A ( dem-+-d _¢ 4 y 
7 a 
x ye ga , 
Y c —Y dent —7? inl ld+-d Pe és 
i a “w . 4 } ) va 
Me 7 y 7, — tem >. a ok — 
4 — y - . Recnet™ <<“ P 
0 ( / , / e ) f 
- i aa — _ 
- fa Pad Yo 








$64 


At 
o<er a? a 3 


trains, 


a@eeas 


ONE of the most important things to 
tch as you are trying to improve the 
slant of 


the 


acn 








r 
slant sho I plates of the textbooks, 
so much the better, but the ye essential 
point about the slant of your writing, no 
matter what that slant may be, is that it be 
niform. ‘J e thing above all others 
it makes the ghand writing of a child 
k wabbl ‘ ttractive is the wide 
Va itlo the slat This is even m € 
t ible than the ilformation of the 
lividual letters The s s true of 
s rthand ] y wi iV y sh t- 
ial 1 k we l il 1 \ vO 1 1 t 
' ' nial | ‘ sme elant 


4 2 YS Rae 


ng and it 
appearance of your 
oes an even hem for the appear- 


dress. And you'll find yourself 





Keep an even keel to your 


will do as much for the 





4 Dritt on ComMMON BLENDED 
ForMsS 








Shorthand on page 363 

{ sustain, pt btain, retai detair 
I r ibstain, certain; sultan, Manhat 
: tar wi eT t eater gott rotter 

mitten, bitter kitten bullet sat Lat 
atinee, continue, retinue; gelatine, destine, Flor 
entine, int easter western, pattern, eter 
nal, fraternal, maternal wtton, button, Princeton, 


Trenton, Boonton, wanton, Canton, Seton; height 


ens, kittens, mittens; distance, sentence; Hortense, 
tense, intense, extensive, intensive; Rapidan, 
langer; su hidden, widen, broaden, madden, 





bidden, fort 
Providence, 

radiance; 
ncident; 


n, ridden, Camden: residence, 
dense, audience; 
president, Pepsodent, student, 


temple, tempe . tempest nro 


evidence; 
resident, 
item, 


condense; 


tem 
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Tt Vis t n 
t te 
m r Pas SES Sig 
onat> . ; . nr 
“ “ p 
} } em 
mot P ar 
} b ' 
ay 1 
Ga xp 


Are You a Beginning 
Secretary? 


O man wants a ' " 
starting fact for tl beginning secretat 
to remembe H s you simplv be 

iuse he Ss it t y I eip ] l 
be able to accomplis ) wt k and > 
r work. Your to save s tin 
and energy That 1 s you must lea: 
*kly t I ts 


) t > t Cc: st 
. + + ‘ lino 
word { 
( ts tary a \ . t 
| € ser T V ) 
vins im ses s s 
ice ’ , 1 ? ? 
business mav be ; 
employer's S sas starte 
one is more tft ! t ~ nay ev hye 
s self-starter mattere « dot Whe 
1 . ‘ £ 1; 
Caves on a t S away feel zg 
sure that in his abs t g will sli 
He its « his s t S omen 
_ a ~ a 
EVERY wise secretary tries to become a 
satistactory understudy to her employ 
When he is absent, she can play his part 
he -y yiich } ‘ he ‘ | | 
on knows so much a out His W K and 





— , . : 
S Plans that sh speak 
voice of authority his position s 
—— } Geacte _— | lee ] . | 
acquires through study and hard work 
| } 


But she 


“ate , : 
hard unless she starts 


, ' 
Nard nor work 


an intense d 


ner protession 


will neither study 
with 
sire to become an expert in 

Her income and her security always de 
pend upon her efficiency and upon nothing 
else—A. C. Maus, Office Manager, Bene- 
ficial Management Newark, 
New Jersey. 


Corporation 
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Transcription Speed Practice 


(374 Standard Words) 








> . y , 
aa Z ZS | ow ao ~ —- 
| 
I | 
j — ) / 
lies / , 
~ i. + 4) c OP Page ee 
— ° 
) 
= < — ? : ) 47 
ZT < > = «& = - ae 7 d — 
9} : 
: De ; be c - . 
—_ u = o_o ae <n é * rs . 
é ——— ere eee - 
, y c 
t X ~ ) 
> ) 
} -) ? ms. 25 7 c JSP Zo gy 
; 
] | ? 
A — ~~ 
= 
C ( #7~ C_& |. o— , ao we 
} 2 , 
- \ — 7 = - ga 
= ¢.. ~ , -— . ™ — , oo, “fi 
Vt 
; . 
. . Pe a _ 
Q Q . a) = x | ~ > O* sl 
/ 
> ) 
> ) | ) 
a , 4 
2 | ¥ OD } = Cc boat ‘ 
) / 
( ~ , / . “ 
- 4 ns i ke ey SO Se &. ZI 
< Uw 7 / . 
=< A 
- ; >| o 4 p, 
e ‘\ ao oY -* = Z. c 
K . o 
c 
— ? ° } 
? ‘ J—m —/ — ~ a a A , 


4 > c — Pad 7 A (4 ” - = oe , 
f , 
_ it Uc~ “a f (e = . -« 7% 
) ¢ 5 
' > XK —— < a sa jc etal ——t s - <= ay a 
' . 
- a 
> Z an A : ? 
} é -_ s Py é b 5 
me 
| ) . > 
2 | r 
' — a. Sas : a. Cs be 7 , ¢ C2 «= 
- 7 | G 
“it ee ; 
c ~ 7 7 C a7 G A a 4 —— ~ a 
) y , 
iA - ” 
g Cc —_ = ‘ — \¢ A — - a > ° 
? . -. - 6 aa 
77 - VIP x 7 ‘ | ( a < . , = a 
x - | 
> 4 
> yy —_ (200) j i ae \ 2, (174) 
A 4 
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IT HAPPENED ONE MORNING 


This chance conversation overheard on the train seemed 
worth passing along to you, with a few personal “tips” 





By FLORENCE ELAINE ULRICH 











KITA ) < t ; co 
| g . iN mo . wit < t 
t \ 1s s 
lk s : g i 
£ SCals i ‘ 
? + + ' 
iy > allt Ss \ | 
| an : ‘ ' _ ae 
. . ' 
. < “ . + R | 
y s g t ry \ 
t I 4 
Ss WI i s s a a 
4 
a I sit at . , . n 
~ N mo S S < , cor aa ly \ t . 
‘ 
I> > A al \ \ t 
; ty ‘ e WV . e ' satis 
r I ¢ S t ‘ re \ s ibl \ q 
, 1 O.G A. Members Cert 
ly V t Thre re S < < 
Sul S ida C it SK 
er Sh . o | ; mak . , 
I 2S . I ’ > t t « T 
gumption to handle a ; , it thrust g S t : 
hiss + + 
» ier, Dut she vas D 9 to S t S t 
1 <} , Sane 
s ~— ave ec 1 prompt ipidly a s | 
- reste | »? 
ré g tio ( se she S ZZ I esun g t t ar 
<9 years ¢ t sted ~ 
4 + 
NOW, a superviso 1 Stenographic D t! 
irtment S a positio f im ince, and 
, ‘ ‘ 4 - 
t ge illV talis to ft t of in exp t WHI N y 1 \ actory 
s wera ug i \ 1 1 ) pV of tMis 1 t () ty, \ ers > 
t it t V \ £00 st oT r ) sec = 1 ect err to ¢ ) r + togethe 
*4 1) ib] inglv to fr j is + the exan + + termine 
wT ' tec 6 ; } et wraphers . the ty e ‘ ting stvle 
ising t Sa syste In t osition of is up to the standa oil Raw comaelll ote 
supervisor, s very likely will be careful to nography. You will | roud to become a 
employ stenographers W likewise, write ll-fledged member of t finest organiza 
good shorthand—shorthand that can be tion of shorthand writers the world—the 
» 1] e ] ar - les e ’ = | fo 
transcribed rapidly and accurately, in a Order of Gregg Artists! And you will find 
— L, , ‘ L, 9 9 } 9 ] ] 
pinch, by another stenographe: =~ equal that transcription w grow easier and 
efficiency and skill. speedier as your shorthand improves 
} > + ' 


hose are the jobs that thousands of stu- Bye, now, until next mont 











ae 






















































a c 
“INTON ew 
ve Sine 
s “NESSEE cae, ER w Or 
s ; la is Can RiDor - CORPORA Ton Ke 
\ waeiestOm o-rra + TENNESSee 
VEGA AIRCRAFT CORPORATI 
’ ( 
+r Outeane 280@aen ON 
y 
; ‘ 
etum tq 
+ Box 
o *Ville 
' j ee A 
Mor. 11, 19, 
Gregg Publi Compe 
| 27) Madison Avenue 7 
New Tork, Sew York, 
| 
i Gentlemen; 
It is our understand 
i te supply « sonth! Jy sborthaad > A you are in « positics 
| ate hearing froe you regardin services. Ue ahal) @ppree- 
your service. MS the details, price, ote.. of 
Por your informet: 
of service as spent teste ter cur coenaseeanestad is this type 
suggestions you may be shle to give us S, and 
be greatly appreciated. slong this line, wilt Al i ~ 
‘ mations ny : , 
Please direct your reply te arty of Amerir 
Manger Office Service De d Shirley Bart, Departecat . a 
parteent. S8t Office Box 7) 
Monroe, Michigan 2 
| Very truly yours, July 6, 194 
_ — 
“Sa, - 188 re. =< 
9 VEG4 AIRCRAFT Compomar ros 
— SI Sram 8 
— 8 my, 
49 ono co ™ a 
& “ ~ 7 8Iy4 + 
“a > 
seed riey — 
*~-¢ _ ties Service Departaent gf) ir inform tic 
— » & it . mn regardir 
- ° shorthand : ¥ 
7] . o PP “~~ -« y twen Students. 
* aif - , ty-two sten raph 
at — Sunder the 
" r super 
+ WO WLLE aprcgee, WALLTY for 
Pereciate receiving 
a Very truly yours, 
‘——onnns Chee § o0e0 r 2? + 
ee 
U.S. NAVAL FRONTIER BASE " a 
TOMPRKINSVILLE NY / 7. R. Rylund WS 
Af Oca tiona) Tre: 
JS Director _— 
+ —euery 1k 
e 
<A 
he - 
i 
See rk, . 
At the present time we are carrying out an intensive tp November 15, 19 
training program et this base. Typewriting comstitutes part of \ 
the curriculum for yeomen, beginmers and edvanced, ) j 
A 
, The Underwood Elliott Fisher Company has edvised us = = 
} that copies of ten-minute, streight-copy, typing tests any de Fe 
’ secured fram your eampany. Since we cive many of these tests Gregg Writer, a 
d dail ¢esirous of obtaining one copy each of different c. Departme f &- 
. at voate. 2 Madison Avenue, 
) Kew York 16, 5. Y W | 
Will you Kindly advise the writer at the below address os 
; whether you have euch tests available and your charges for thea. Gent lemen: 
\ 
Any information will be greatly appreciated by our I am interested in obteining typing tests for use is ov 
trainees and ourselves. training cless. Are the leaflets advertised in your 
, monthly magesine straight ten or fifteen minute tests o 
Yours very truly, are they diversified material? I am enclosing & sample 
> of one which we are using at present so as to give you 
- s Ghee an ides of shat we require. 
r ” , ” Brower, Chief Teoma I should also like to mow if your company publishes « 
> a o- } ond. Records Office, teacher's manual for advanced typists to be used in con 
: —_ 0.8.5. Prontier Base, Junction with the Gregg typing book. If so, shat is its 
> Tompkioeville, Ber Tork. name and its price? 
a eo. 
’ Any information you may be able to furnishes will be « 
ote A clated. 
a ' > ~ ro Yours truly, 
' . S2 . 
; NEW YORK Mle Te Clann | 
. ‘ _ OFFICE 








lt q . 7 ee ~ >" > . ° * .f 
a ds! 
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Tue Grece Waiter, March, loge TH! 


The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the five best tests in each 
group during the previous month. This is a noteworthy honor for 
which every student should strive. 


Passe 





a 


TYPEW RITING 


O.A.T. Tests 


Juntor O.A.T. Test 
I in Krause, High 
School, Pleasanton 


High 


Texas 
Rachel Mutchler 
Underwood 


School, New 
South Dakota 
Clementine Schmidt 
, Greencreek 


Higt 
School 
Idaho 
Dorothy Yarolimek 
School, Wabasha 


High 

Minne 

sota 

Doris Jesser Higt 
Creston, Iowa 


School 






C. T. Progress Tests 


30-Worp Sprep 

Darlene Armstrong, High 
School, Isabel, Kansas 

Ellen Frattarole, Senior 
High Sehool, Johnstown, 
Pennsylvania 

Darrell D. Dee, High 


School, Baxter, Iowa 
John Anderson, Unien Free 
High School, Oxford 

Wisconsin 
Richard Hite, High School 
Hiawatha, Kansas 
40-Worp Sprep 
Barbara Dickson, High 


School, 
chusetts 
Gertrude Reed, High School 
onesdale. P lvania 
Mary Lou Torrence, St 
Brendan School, Mexico 
Missouri 
Shirley Spender 
School, Slayton, 
Minnesota 
Genevievs Ficene 
Dame Academy 
Nebraska 


Arlington, Massa 


High 


Omaha 


Senior O.A.T. Test 


Pauline Peterson, High 
School, Lake Crystal, 
Minnesota 

Dorothy Cyrankowska, 
Nazareth Academy, 
Torresdale, Pennsylvania 

Shirley Greve, St. Edward 
School, Elgin, Illinois 


Evels 
School 


n Shavlik 
Gregor 


. a 


Competent Typist 
Tests 
Worp Spt 


ED 
Oakwood Col 
exe, Ht ville, Alabama 
9 words, 6 errors 
Audrey Tibbits, Senior 
High School, Cheyenne 
Wyoming 8 words, 1 


Ruth 








error 
Betty Davis 
College, Clico 


(55 words, 0 


Chico State 
California 
errors) 
Ruthmary Sebby. High 
School, Plainfield, Illinois 
(54 words, 0 errors 
Grace Urimes, Community 
High School Litchfi 
Illinoi words 


errors) 


60-Worp Sprep 
Joyce Carrell, Washington 
State College, Pullman 
Washington (62 words 
0 errors 
Earlene Hoggatt, High 
Scheol, Argonia, Kansas 
62 words, 0 errors 
Elizabeth Kohler, J. M 


Atherten High School 
Louisville, Kentucky (61 
words, 1 error) 

Verna Mae Thomas, Camp- 
bell County High School, 
Gillette, Wyoming (60 
words, 1 error) 


Melda Warfel. High School, 


Johnstown, Pennsylvania 
60 words, 1 error) 
70-Worp SprEep 
Frances Russell, Oklahoma 
A. & M. College, Still- 
water, Oklahoma (78 


words, 2 errors) 

Cecile A. Kitch, Barry- 
Castle School of Business 
Training, Champaign, 
Illinois (76 words, 0 
errors) 

Pearl Barden, Robert E. 
Lee High School, Goose 
Creek, Texas (75 words, 
0 errors) 

Beverly Darrow, High 
School, Butte, Montana 
(72 words, 0 errors) 

Vivian Axe, Memorial High 
School, St. Marys, Ohi 
70 words, 0 errors 





Grege Writer Typing Test 


kK atherine 
‘ i Coll 
Missour 


errors 


Tuntor ( 


Rae Reynolds 


Lexington 
Pat Mast, 
School, 
Rosemary 

School, 

Indiana 


Grace Jackson 
Trade Schoo! 





Lewis, | 


St. Charles 


words 


Doris M r Rr “ ‘ 
School r r 
ville Indiana s sor 


SHORTHAND 


O.G.A. Tests 


.G.A 


Missouri 
Fairview 
nm, Oh! 


Ywec 
New 


New York 


Mabel 
Sehool, O 
Minnesota 

Twilla Mult 
dated Sch 
lows 


O.G.A 


Barbara 


Paulson 


Kaercher 
School, Ortonville 


rtonville 


rern 
ol, Orient 


Test 


High School 


Higt 


- 


A 
¥ 


High 


Consol 


MEMBERS! 


Test 


sota 
Bettie M. Flinchum, f 


High School 


West Virginie 


Carlene Shea 


Academy, 
Maine 


Wiscasset 


> 
se 


Higt 


High 
Minne 


Wiscasset 


rk 


ave 


Bluefield 


Junior Shorthand 
Speed Tests 


60-We 
Gill 


Dorene 


Michigar 


Sallie Brooks, 


rp SPEEr 


eo, Higt 


Hamilton 


Highland Park 


High School, Trentor 
New Jersey 

Beatrice Campbell, Hig? 
School, Bradford, Illinol 

Mary E. Kovacic, High 
School, Trafford, Penn 
sylvania 

Jean Costello, St. Charles 
High School, Woburn 
Massachusetts 


80-Worp Spee! 


Sara Ann 
ham B 
School 





Carolina 


Harris, 
Broughton 
Raleigt 


Need 


High 


N 


rt} 


Elda Oretger, Mission Hig 
School San Francise 
California 

Mamie Pittman, Jacks 
County High Sct 
Marianna, Florida 


Complete Theory 


Ba 
Elgi 


garet Rachner, St 
High School 






llinois 
Mary Lou Pitman, St. An 
brose School, Yarr 
Nova Scotia, Canada 


Anne Brockwell, St 
Joseph's Academy 





Portsmouth, Virginia 
Lorraine Green Joseph's 
School, DeWitt. Iowa 
Phyllis Lee. Holy Rosar 
Mission, Pine Ridg 

South Dakota 


Senior Shorthand 


Speed Tests 


Worp Sp 
Pat Thrasher, Barry-Castle 
School, Champaign 
Illinois 
Claire Bacigalup!, Galile 
High School, San Fran 
sco, California 
120-Worp SPeep 
June Sharp. Mount Vernon 
Junior College, Mount 
Vernon, Washingt 
Loretta Andrick fadonna 
High School, Aurora 
Illinois 


Virginia Doris Ganea, De- 


troit Commercial College 
Detroit, Michigan 
Margery Percival, Pershing 


High School, Detroit, 
Michigan 
Lynn Gilmore 
High School 

Illinois 


Community 
Saybrook 
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Mareh Test Material 


1/l clubs of test papers should be accompanied by a@ typewritten list of names 


to expedite 


hecking and insure accuracy in making out certificates. March copy is good as member- 


ship tests for O. A. T., C. T., 


Senior O. A. T. Test 


INSTRUCTIONS: Type the following copy two 

umns wide on two sheets. Underscore heading 
and subheadings printed in italics. Write in ail 
caps the subheadings that are printed in that 
way. Minimum office standard: satisfactory work 
on first writing, in 40 minutes 


Did you know that the Amer- 





ican Red Cross 





aided last year: 

over 60,000 victims of disaster .. . 
American and United Nations prisoners 
of war . . . 10,800,000 food parcels were 
shipped, and additional parcels of cloth- 
ing and medical supplies 

servicemen and their families, including 
hospitalized veterans... 


maintained last year: 

more than 700 clubs and rest homes 
overseas and nearly 200 clubmobiles. 
Also theaters, bathing beaches, and can- 
teens .. . 

blood donor centers in 31 cities 
facilities in 3,748 of its 3,757 Chapters to 
aid servicemen’s families 


trained last year: 

over 80,000 volunteers for hospital ser- 
vice as nurse’s aides, dietitian’s aides, or 
Gray Ladies... 

issued 600,000 certificates in first aid 
.. . 300,000 in home nursing . . . 400,000 
in swimming and water safety 

and, in addition, recruited 15,000 nurses 
for service in the Army and Navy 


provided such services as: 


WHOLE BLOOD SERVICE 
Through its Blood Donor Service sup- 
plies whole blood to the armed forces in 
addition to providing for the plasma 
program. Whole blood is flown to the 
war theaters, where it is used to sup- 
plement plasma transfusions. 


READING MATERIAL 

To meet the demand for reading materi- 
al aboard hospital ships and overseas, 
the American Red Cross has sent 2,832,- 


and O. G. A. 


until April 15, 1945 


826 books and magazines since July 1, 
1943. 

HOSPITAL WORKERS 

There are 1,600 Red Cross hospital work- 
ers overseas. They provide medical 
social service and recreation to the 
wounded and advise concerning govern- 
ment benefits and Red Cross services 
available on their return home. 
MEDICAL KITS FOR PRISONERS 
Red Cross medical kits for prisoners of 
war contain standard preparations in 
quantities sufficient for 100 men for one 
month, 

FLIGHT KITS FOR WOUNDED 
The Red Cross provides kits contain- 
ing games, magazines, candy, and other 
items to wounded men evacuated from 
the Middle East to hospitals back home. 
AID TO MERCHANT SAILORS 
Upon their return to England after D- 
Day operations off Normandy, the 
American Red Cross gave emergency 
aid to merchant seamen from 33 coun- 
tries. 


KEEP THE RED CROSS 
AT HIS SIDE—GIVE NOW 


Junior O. A. T. Test 


INSTRUCTIONS: Type the following Red Cross 
War Fund appeal, single space, even typing, cen- 
ter heading. 


RED CROSS WAR FUND 


Keep your Red Cross at his side. 
Never was this more important than to- 
day. Long after swords have been beaten 
into plowshares the Red Cross will have 
much to do. 

Even after the last gun has been fired, 
many a month will pass before all our 
fighting men are home. Some will be 
confined in hospitals for long periods 
of recovery. Traditional Red Cross 
service for these men who have sacri- 
ficed so much must continue unabated. 
It is a sacred obligation delegated to 
your Red Cross. (Continued on page 372) 
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Competent Typist Test 


Use double spacing in typing this test 


7 find the geross mumber of words vou write divide eross number of strokes by § then deduct ten 
words for cack error to tet net words written Divide this by 10 to determine the net words per minute 
The number of strokes is indicated at the end of each line in order to facilitate counting the 


number of strokes written 
Strokes 
Planning for a career will prevent much waste of time. s¢ 
It will prevent vocational drifting and will save the 
heartaches that will follow vocational mistakes. I still 
recall vividly the impression made on me by a likeable 
chap of nineteen who came in one day looking for a job 
and presented the neatest application I had ever seen. 
He had spent several weeks in a bank and apparently 
had been released because he was not particularly adapt- 
ed to banking work. We tried him out in a routine 
clerical job and found that in a month’s time his super- 
nisor had requested that he be transferred. He was not 
interested in his job. He gazed at the clock fifteen min- 
utes before quitting time and did not fit. 

We called him in to tell him he was through, but some 8 
spark from the higher vision must have prompted us to 
pause and reconsider, for it did seem that he could be 
useful in a job where he might be happier than those he 
had tackled thus far. So we tried him out on something 
else. As a matter of fact, it was analyzing and co-ordi- 
nating records in the personnel department. He clicked 
and literally went to town, to such an extent that in a 
few years he was virtually running the personnel de- 
partment and had made of himself a valuable key man. 1252 

One day an opportunity came to recommend him for 
a position involving a broader responsibility, and we had 


no misgiving or apprehension in recommending him. 141 
He madea name for himself in this work, which involved 1466 
heavy administrative responsibility, and before long he 1522 
was invited to become the chief executive of this type of —_1580 


activity in another city. 1607 
This is an example of ultimate success, happiness, and _ 1662 
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Strokes 

usefulness without the benefit of any career planning in 1719 

advance, but some time was lost out of that boy’s life, 1775 

or at least But of his possible store of contentment and 1832 

en happiness, which otherwise might have been saved if 1884 
he and his advisors had given intelligent thought to _ 1937 
planning his life work in advance. 1973 
es I am going to mention something else—the need for 2024 
%6 willingness to accept responsibility. This trait of char- 208! 
| acter in the successful businessman or businesswoman 2134 
will undoubtedly be self-emphasizing. 2173 

There is the case of the young soldier who wrote back — 222’ 

to his parents on the eve of possible departure for over- — 228: 

seas duty, “Do not worry about me, I am no differ- 2332 

ent than a million other boys who are determined to see = 2388 

this thing through and who will see it through if the 2442 

folks back home do their part. As for me, I have no 2495 

fears, no worries, and no regrets.” 2532 

And there was the young captain who spent five 25 

months in Greenland with seven other fliers. He was 2632 

‘ a lieutenant at the time and hardly more than a boy. In _—_ 2089 
" fact, his first job after the crash of the plane wastore- = 2747 
' call his Boy Scout first aid and minister to his compan- 280 
ions’ injuries. Then he said to the others, “This is as 2859 
new to me as it is to you. According to regulations I 2914 
am in charge, but I want any and all suggestions you 29% 
might happen to think of. We will work it out to- 301¢ 
gether.” The lieutenant showed the steadiness and re- 3069 
sponsibility of a commander and deserved no small part — 3124 
of the credit for the survival of the men in the party. 3181 
; Let us be sure that we encourage young people to par- — 3253 
ticipate in the duties and responsibilities of citizenship 3292 


4 as well as in its privileges. Let us reinforce the teach- 3349 
° ings of their homes and their churches and we will be _— 3403 

helping to preserve one of the precious qualities of the 3460 
a American way of life. — A. D. Jamieson, Industrial Rela- —_ 3481 


| tions Manager, Socony-Vacuum Oil Company, Detroit, 


Michigan. 


> Repeat from the beginning until end of the ten-minute test period.] 
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Continued from page 369 

No less sacred is the obligation to 
stand by with all necessary aid while , . var 
noord of this war, sae being re- Junior QO. GA. Test 
turned to civil life, adjust themselves to 
new conditions, prepare to take their 
rightful places in field and factory. 

The welfare of the families of our 
men in uniform, their wives and chil- 9 7 © 4 —e, e ‘ 
dren, their aged parents, must be guard- ~ 
ed to see they do not suffer want in ) 
these trying times. 

Those essential and humanitarian ser- 
vices which at home have characterized < ; 7 
the Red Cross through the years must , 
be continued; disaster relief, home nurs- ; 
ing instruction, nurse’s aide training, ; . 
the many volunteer services, and other 
activities. — 

Though the roar of guns may cease, ; 
human needs remain. The Red Cross ( 
can meet these only with your continued —s ‘ : | # 
generous support. The President has des- / 
ignated March as Red Cross Month, . ; se “5 
the period in which the 1945 Red Cross 
War Fund will be raised. Red Cross 
activities are financed solely from vol- 
untary contributions and gifts. We all 
must do our part. oS « a a F - 


Special Don'ts for 
Stenographers ios e, 


By VELMA L. HARVEY Cid ¢ o 


ON’T borrow pencils, erasers, eraser / ¢ 
| pew or notebooks from other ste- 9.6 > f 6 
nographers unless that borrowing is abso , 
lutely necessary. 

Don’t express your opinions conerning 
dictators. Gossip marches on! ) ) ‘ . 

Don’t state your salary « 

Don’t boast about a raise. Your rais 
may arouse discontentment among the oth« 2 - “ ~~ ‘ 
workers, 

Don’t pack your desk with cosmetics m 

Don’t talk about one stenographer to = » My ZA 
another. 

Don’t show resentment about a transfer. . 2 
Transfers are not unusual in large organi- “ ~ ’ . t 
zations. If you sulk, your new department 
may get an unfavorable impression about Br i Ca 5S 
you. 

Don’t brood over your errors. The aver- : . 
age beginner does. / 7 Sada 

Don’t try to be popular. Popularity takes 
care of itself. 
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™ >» Rough Draft < 
O. G. A. Membership Test “Savings” 


{ Good Memory is Worth By JULIA BAILEY 


x Cultivating 
OES your boss ever dictate a ‘ 
J letter or report to you, have y 














, ’ ? transcribe it to about seven copies, and 
then decide to make changes in it atte 
P ; ‘ ) it is finished? If he’s human, like my bosses 
have been, he does! I’ve had them de- 
ide to change finished projects as many 
4 = 4 r as twelve times! Each time I had to do it 
ver, in finished form, ith all the car- 
Soni Ya f o bons it would take. Think of the time 
wasted, for the boss, for the company, and 
for the stenographer. Think of all the 
° ° | y , " paper wasted, scrapped into the wast 
: paper basket. A five-page report in seven 
2 we G F . _- copies is thirty-five sheets. That’s a lot 
\ , yf paper to waste at one time, but when it 
: happens over and over again, something 
. ought to be done about it. To say nothing 
ai about the steno’s nerves, and the boss's 
+r merves, when time and materials are pre 
; e ¢ cious when paper is scar and the re- 
. - t or lette is to meet a deadline 
_ a 
. : “ROUGH DRAFT” is the solution! 
“J. Bi , * A “rough draft” is simply a double- or 
; ; triple-spaced typewritten transcription of 
t ( the dictated material on second-grade 
- ; * & paper. It is submitted to the person whi 
P dictated it r} purpose f the rough 
; — ¢ : 2 itt $s to give t i itor i chance < 
: * ead his material after it is typed, and t 
7 ' give m an opportunity to make corr 
«(CF ; 2 tions, changes, and visions. Wide spa 
ng between t ines gives him sufficient 
, q space to insert words or phrases, and t 
indicate whatever changes e wishes 
; \ rough draft is “po 1 out” at n 
° — Z : mum speed use you do not have t 
q creep caretu lreading erasures o1 1) 
- - » -_ those carbon < 1es ' 
~ “ . If the dictat ndicates great many 
‘ 4 > a ) changes in t st rough draft, and if it 
‘ . / — still does not sound perfect to you (and 
: you ought to know!), type out another 
i =? . & » rough draft for his revision, if necessary 
) or for your own use. It gives both of 
: you a chance to catch flaws in content, form, 
tal ° , “_\. grammar, spelling, and punctuation. 
C38) When the rough draft finally emerges a 
clear pattern of what the final form should 
' be, you can proceed with confidence and 


speed to turn out a Continued on page 376) 











+ THE SHORTHAND REPORTER) 7 
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LOST WITHOUT SHORTHAND 


\ word-picture of the expert reporter, to whom shorthand 
becomes the natural, instant response to spoken language 





By CHARLES LEE SWEM 
Official Shorthand Reporter, New York Supreme Court 


~ ar \ 
t as a profes ittle si boss 
S S ta 
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\ i 4 c St S 
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x Ss 
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tak \ with s 
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ft siip yt pap i ~ 
s Vay, church, \\ " 
y i ansnx > ) 
. col ar ¢ ul ( 
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n like a specimer 1 of butterfly r ’ 
und pl tine things 1 ! t 
t Pla l S ¢ I tnings x i t- 
1} ‘ 
De lorgotten 2 ary 
f ; 
vlany s S peo] ' sed short I him to g rts 
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| From a Reporter’s Notebook 


Notes by LOl IS LIRTZMAN 


Recently appointed to the New York Supreme Court 
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» or P Aled, a5 & reges Transcription of 
sentative was juired to Ce} rt . “ 
back to tl ciation the results of his Louis Lirtzman’s Notes 


Shorthand m page 


NOW, lying there, beside his telephone, @ 
. on per és 4 
vas the ‘ miling pad upon \ 4 
which most people indulge their fancy by DEFENDANT’S COUNS!} I< 
“Te AE ing tha H 
drawing fantastic lesigns or otherwise HE COUR \ 
expressing t subconscious, as they speak Q. A 
| ] thea } rt} 7; \ I 
ver t telephone. But not the shorthand - we , 
reporter, He usually writes—and in short- How vould eter 
’ : \ Or meter 
hand Qa. Y 
This particular reporter sat with pen ~ ne waatever tips I ¢ rt age, the 
hand, as he carried on a discussion wit Q. The tips paid for : 
' ar 1 , \ Yes 
the party at the other end, methodically and tea cate eal 
quite subconsciously putting down in \. Three or four d 
4 - . : . . Q ihree or four 4 
shorthand every word that was said to him ars on t ter, is rig 
’ ' , , ° \ Y 
Whether the discussion was for a minute, - soe Oi ae 
five minutes, or a half-hour, he would write \. Six 
, “yg oT) . . Q Now ack t ’ 8 o 
exactly as others “doodle ; so, when it was January, wher 3 got off 
yver, he had for his report, not simply a 
1aphazard digest of what had been said t 


um, but a verbatim record (Answers to “Secretary Quiz 
. : ‘ . : See page 359 

Ii may be that the moral of this little 

ent is that it is not wise to commit 1. SEClusion 1¢ 


one’s self over the telephone to a shorthand 


SI Cc rable 
“alge ; ar} excRETion 17. accRETior 
reporter wr fear a verbatim rec of it . Maia 
eporter, 1 lear a ve rba m recort ol 1 >. dromedAR\ l ecuniARY 
all is being made on the “doodling” pad. I 

1 4. SECession 19. SECror 


regard it, however, as a more or less com- 


monplace example of the remarkab 
the reporter finds in his expert 6. inirmARY 21. customAR) 
knowledge of the art of shorthand 7 

Practically all shorthand authors, in the 
devising of their systems of shorthand, have 


1 1 


had in their thoughts the universal use of 
| 


le use 5. opeRET tas ). barRETtes 
fulness 
SECularly 22. SECtaria 
8. aigRETtes 3. regRETSE 
necessARY 24. adversARY 


| 1 ss } ra) . ‘rer > S ‘ernnal 
shorthand as a personal instrument rather 10. SECretive é SECtional 
than a purely commercial one. Some prog 11. LucRETius 26. afoRETim«e 
ress to that end is observable in the many 12. sedentARY 7. imaginARY 
; + Ce f r sar} } , +) ; 1, 
instances of persons who have studie 1ort- . . ; - 
K , . ave studied shor 13. SECondary 8. SECretion 


, , “op a “ 14. ferRETing libRETtos 
lege and in educational research. There are 


1 | > 15 temporARY SU legend ARY 
‘ 


e in other fields who, in 


and solely for note-taking purposes in col- 


‘ 
iso a h St OI DP p 
their climb to success, were first stenog- 


raphers and who still find the art one of the Rough Draft “Savy ings” 


most practical and useful assets that they 





possess Concluded from page 373 

These people, however, are mere not perfect finished manuscript of which \ 
takers or digesters, as compared with th n both be proud 
reporter. To them the art is just another Train vour hose 1 ' ah 
lab r-saver, an bj ective system of abbre- draft” method. W) ae 
viation; whereas t reporter, once he has time, material. and energy ar saved. and 
acquired the high skill in the art that he how beautiful your “finished product” 
must necessarily possess, automatically and he'll thank you for suggesting it! This 
unconsciously regards it as a mode of ex- simple “efficiency method” |} 1s paid me 
pression, supplanting for all practical pur- dividends in salary increas s, and in pr 
poses the longhand which he has forgotten motions to highet positions. It can do 


as an instrument of personal us¢ the same for you! 
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WHO’Ss WHO IN SHORTHAND SPEED 


Two Easterners are Introduced 


By EXAMINER ARCHIBALD ALAN BOWLE 




















Madeline D. Bogart 


\f 4 >] ly torn ; “ , 1) +?” ’ } " } wet ] } 
irs Blar I Blauvelt a mm ) Snap into it and have th Initiaied 


I ! present first our New Yorker, Diamond Medal test, we got our jewellers 


er student of the George Washing Diamond medal finished in time for “hub- 


Hig School here, who has now by,’ just home on furlough, to see what 
i l to ights of shorthand pro vitey’’ had been doing during his absence! 
cy. Taking a neral <« se at hig 
school, Mrs. Blauvelt afterward attended PRACTICING preacher is one who 
Hunter College and climbed the shorthand  / does just that—practices what he (or 
spe udder prepared for her there. Whil she) preaches. And that is what Miss 
ttending this college our t 


speedist had the Madeline D. Bogart, teaching in the Rum 
slanchard, Mr son High School, Rumson, New Jersey, 


N rei, and Mr Zoubk k, all well known 10es Lucky students to have for a tea 
xperts int s thand heid ne who not only can tell how it is don 


but can show them and lead them to hig! 

MRS. BLAUVELT has had nsiderab!l speed and artistic shorthand writing! Last 
xperience reporting meetings and confer- year Miss Bogart won first prize in 

neces f tl New York Ordnance Dis- Teachers’ Division of the Annual O. G. A 


the War Department; and, prior to Shorthand Contest—for artistic shorthand 
se assignments, worked for a textile writing. Now she speeds away at 200 words 


She also has taught shorthand at a minute for five minutes, turning in a 
al business school, At present, she transcript that earned for the famous 


Senior Hearing Stenographer in the Gregg Diamond Medal 
Division of Placement and Unemployment 
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